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The following geveral comuents are common to ths four fi@ld offices FSS,

of tho (N to tho I hen so noted:

1.

K

4.

Ba

Approved For Release 2001/08/15 : CI@-RDP_574_00042A000100110025-0

e
All copiss of teletype (TWX) mesasces sent and raselved are "‘-"7
maintainad indsfinitely by all Tield offices. fflce personnel fwiiww
atate that 1ittle use is 1mde of this material over I0 days old, ‘.4

and almost no uae for nmiaterial over 50 dayn.

The Survey tean roocomnends that all sush material be destroyed _ %gfﬁ“*

al'ter G0 days and by revention of logs the coomsional nesd for

old material cen be lurnished by repeat TWY or asil from Hdgrs., 25X1A8
a

WMumercus itemz of obsolebte or little-used materials are being
maintained by thesze offioes, iL.0.% -rspsrts of other offloces, 3
Ok% working papers, GCIi and IAC Agency publiostions, eto.

The files and file situetione are for the most part ths regult (¥
of lack of inowladge as to what documents should and osn be K( )
degbroyed. The pending publicetion op records management should
elloviaste the situation.

these offices, should be gtarted at once to minimize these files TN

A vigorous progran, consistesnt with Lhe oparational needs of %
and rscords for the conssrvatlon of criticnl vauld space.

The obsolete practise of having eaployees slgn for their salary
ohecks is still in effect in these offices. Thise procedure was
digeontimied in YWashington some time ago and Adgraz., 00, indicnted
they will have the [isld offices eonform to standerd prastise.

Ho notification is made to the [ fie1d ofrices of aliotment
of funds or monthly finanoial reports showing funds oblizebed.

Jome ¢ffices commented on excessive time required in obtaining
cash raimbursements under the present pebiy cash procsdure.

ALl ofTices commented on the =method used %o pack supplies
shipped them {rom Washinpbon. The waterproofing and oversoes

Lype packing appears to be necdless, costly and ummwarranbted
for materials shipped ﬁo_atatiaﬂh 25X1A

The genersl opinion of all offices is that clearanoe
takes ezcessive time in processing and the replles 4o

requests are genorally wague and sesningly sterotyped.

Several of the -officas vigited sugpested that inter-ield
office sonferenves would prove bemslicial operektionally. TDesirs
was sxpresssd that at lenet ons or more area sonferences be held
ench year or that fres time be providsd at the yearly Washington
conferegnce for offioce chiefs to exchango ideas of genaral opers
atlions and adminiztration practices.




o

—
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25X1A6a o
10, The I : : :=ivc offectively and with success the
25X1A8a ¢ "Recordak® misrofilming equipment procured for the [Jcie14

. offices. The only specific instructions they have had wera those 5;:_:,:.
T furnished with this equipment.

Other offices oomplained of their imsbility to use this equipment

due to its teshnieal nature, this concept iz rather well disproved

by tne [N 0 <ioe
. #ﬁfﬂn 25X1A6a
{ develop film before sending it to Washlngton is contrary to the

\ procedure established prior to proourement of the miorofilming
~ equipment,

25X1A6a

25X1A8a

Recent THX from Higrs., suggesting the

g’j This subjeot should be thoroughly examined and » stendard operating
| procedure developed for full utilisetion of this egquipment by all
\ field offices.

11, he entire postags and pouch system including poush time used by (VO

12, %he entire system of postage socounting will be examined and
studied Jointly by Budget, Flscal and Menagement in the attempt
to 8implify the exlsting procedure..

13. The survey tosm dizolosed that appurently each office is thoreughly /|//b
shecked by 148 when initislly opened, howaver, two offices indicate
they have not been ohecked since activatlon. .

% 34, Undor the prosent approved procedure in aocounting for sxpenditures
\ in gonnestion with trevel performed within the ares of sach office,

N the ohief of each offioce is required to issue a monthly travel order
I %o those I Specislists who travel frequently during months or .
25)96&8 to issue travel orders for spesific trips to those employees sho
i w mke only ocoasionsl trips. It is suggested that oonsidsration be
|

g given to the lssusnse of ysarly travel orders, at the beginning
of sech fiscal year, to ihose employees whose duties require them
to perform & considerable amount of withineares travel eaoh month,

fhe matter of requring individual employecs o uss their personsl
funds for petty cash purchases should bs roviewsd with the view
in mind of chenging the procedure by sestablishing Agent Cashlers
or pessidbly making udditional advenees from funds otherwise sveil-
abdle in & sufficient amount to gover sush purcheses,

20 M5 3 bW ¢ ¢d

Approved For Release 2001/0&@1‘6 !‘ECIA-RDP57-00042A0001001 10025-0



tﬂ a1

S P

Fad - i
r

qukmgi
Approved For Release 2001/08/15 : CIA-RDP57-00042A000100110025-0

ACTIVITY SURVEYED:

Office of Operetions FOIAb3b1

PATE: 3 April 1950
s s |

1. 1/0 snd Staffing Pattern

25X1A9a

o

8. The /0 of this station is approved at 82 vouchersd positions \‘i
plus 6 unvoushered grades for a special misstion. The unvoushered |
stetus of the & employecs is guostioned by the Team in view of |
the feot that ell of the Monitors at the station rotate in
25X1A8 soverages It aprears that sn undue amount of reeord
25X1A keeping is required by the preparetion of two payrolls, one on
s monthly basis (20 deys) for the unvouchered positions snd the
other on & biweskly basis for the voushered employecs.

be OFf the &2 and 6, 74 snd L are on duty, with B and 1 pending,

thus only one wacanoy existe sgainst the T/0. iy
e« In reviewing the T/0 and personnel essignments it was noted 25X1A9a
Wa &re two Maintensrce Techniclans, one & ¢s-o N 25X1A°a

snd & G5-7 » on duty while the 2/0  25X1A9a
lists only one @8~7, Maintensnse Techniolan, ;

44 It is recormended that an up-to-~date roster of persounel
assignments be maintained ocurrently by the station.

2. l’ersﬁ | nel

43 the station is almost entirely recruited to strength there seoms ' /'
to bs ne problem for perscanel,

}5 Services
e ﬁgﬁﬁﬁ : 4 \,

3

Y
Spese is oonsidored eddguats but not ideal. As the belance
of the 3/0 1s filled this station will undoubtedly be crowded .-
for space. The stetion ghief bas rocently asked for o $6,000 | |
sxtonsion to the west wing of the existing fasility. The pur~ -+
poss of the extension is $p provide a larger wire roem witha -
better reference room and 4 rest (first aid) room, all of whieh | - '
is presently orowded into a'spmall spaoe. It is the opinion of . °
~thie Teom that po quthgrisstion should be plemned at the ‘
statiori wfl) the overall futire of the station is ecarsfully 25X1A6a
sonsidered,

Approved For Release 2001/08§§5(ﬁ' DP57-00042A000100110025-0 3,
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be Supplies:

Yery good, however, this station commented that all supplies

reoeived from Washington were packed for [N [ 2pK1A6a
lhipmm‘b. The station chief questioned the Team as to why LA
o per and teletype tape cculd not be prooured locally
As the paper is used in large guantities the freight
and draysge bill oould be sonelderably reduced,

25X1A

0, Contrastual Serviges:
Satisfactory,
L, Pinanoial

&, An audly was made of the postage stemp socound whish was found
to be in proper order.

be During the disoussion the station chlefl requested thet conmideration
be given to an advenos of funds to replsce the pressnt petty oash
prooedure which reguires the expenditure of personal funds and than
obtaining reinbursement s month or more lsier,

0¢ The station reported thet recently the salary ohecks were aerriving
later then usual and reguested that sn offort bes made to diapatoh L
the salary cheoks at guoh time whioh will sssure their srrival on -
Friday in time to deliver to employees on the day shift, %The
rongon given wes entirely logical and is based on the feot that
the cheoks when late are received after the day shift departs so
that s large nurber of personnel have to gome back when they ere 3‘3
off duty bo receive their cheoks. The dey shift departs L Py, !
Friday, ‘

" & The station ohief would very muoh appreciate being informed of

leave balanses twice & year instead of the pressnt system of once

e & yoar, Asoording to the station ohief this would materially
" assist in stebtion planning,

Se a.ﬁ“fig:
Fo particulsy problem. i
6. Operetionsl and Missellaneous Findings

8es This station operates 2 hours » day, 7 days s week. This point
is often overlooked snd is streassd only in order to point out

that a¥ the momedt &pproximately 75 people are required to sover
‘positions.

be. The station hea s fire end emergency plan end all employecs have \ P
bean instructed,

Approved For Release 20011 lﬂii' §>?FIA-RDP57-00042A0001001 10025-0 .,f
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FOIAb3b1

4+ The station is svidenbly conoerned over the inebility te rﬁ 1
\ redeive oertain technical pericdicals on & subseription ‘&
basise Apparently & periodicals wiilch were supposed to have
besn renawed are not being received. Mansgement will follow-
up with the Iibrary,

25X1A6a u-e:uz requirse signature for pay ohesks,

/;« The subject of dend files at this station is worthy of study.

Beme 15 or 16 four~drewer file cebinets are losded to capasity
3 with old material and sre stored in = quonset hut adjacent ¢ -
the main building. The building is not overly secure., This
\,  #ltuation 1s tying up ussble equipment snd space with material
L \ of apparent little value. It should be either shipped to

“ . Washingbton, mlorofilmed st the station, or just destroyed,

: Hanagement will follow this up with 0O,
§» Btatlon requested the redesign of Form ¥o. 56=7l. %This 1le g
1% being accomplished by the Managenent Staff,

y o Py e 7 e FOIAb3b1

AN TR T £

- L Lt
RO RN o ot APt

fRDP57-00042A000100110025-0 J'y.
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ADTIVITY 3URVEYE™M 25X1A8a
GfTice of Upsrations
PATHES 27 Hareh 1850
25X1A9%a
sorver tanes [ T
Barber, Bureau o the Suizel
1« 1/0 and Stalfing Pattern
&, Authorized T/0r 30 (vlus 1 Army Reprossnintive)
12 Tlaricel and Admine 18 Profsassiooml '
{includes 1 arsy) |
On Tubys 3 Sleriosl and Adnine, 12 Prolsssionsal E
{inoludes 1 Avwy)
Yacancles:s 10 {4 Clerieal and Adwin., & Professional) ;%;
Pendings 6 (5 Clariosl snd Aduin., 3 Professional)/

e This office is operating with backleg of suproximately
30 reports. The basklog is largely attributable to lsck
of elericsl asupport and hms inersased stesdily althouph
the olerieal force performs approxinately 30 hours of )
svartime esoh monthe Full /0 complesent of 15 Cleriesl
te 1B Frofeasloansl should provide suffleisnt balmace
to affset this overtlae sxosnditurs,

Ze Purzonnal

mately the amvs &s LYoo overall Agsagy avern:e, however, ope

Pergonsel seourlty clearance for thils offloe nas beon epproxie ‘\;g
£: -
B

individusl Jecglined a sbenogrannis zlot Jdue to sxcessive tinme ™

H
of assuridy clesrance. gf
Ss Harvioss
s _ .
8. Spacer 3

2368 syumrs fect of space ars allotiad 4o tils office
ur an averare of 95 square fest per person based on
£uil /0. Files and records are sonbiming $o ocoupy
inersassd proportion of o*fice ares %o such an exSend
thet a vigorous prosran of records retirsvant snd
destractlion should bs implesanted immediakely.,

O (S R A 1

we Yo
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be Suppliess

Zxpendable asupplies ars normally obbalned from General
Services Adninigtration and noneexpendable mmtsrial

from Sarvices Divialon, Administrative Staff, CTA. (s M 3
Congiderable dissatisfectlon was axpressed by this ii}

offles on an August order lor offige chalrs which werae
not delivered until the following January. The sverare

time of receipt of miscelleanous sxpendable supplies
rangas fro1 3 to 4 wesks [

Unrequisitioned file cases (vigable card) were sent to
this offies without an sxpresssd need or desire for
such egquipment end therefore excessive to thelr operaw-
tional needa. The Administrative dssistant was
instructed to return this aurplus squipment.

G« Contractusl Services:

The -tslephcae and typewriter meintenance and repairs
are performed by conirectusl services and ars considered

adsquats by this office. Housekeeping functions of ocleane -

ing, eto, of the office ares are furnished by special
arrangement at no extra cost to the Agenoy. TWX servios
Is handled by the Washingtonm Office.

4. Financinal

a«. The unvouchsred accounts for petty cash, procurement of-.

publications and gravhic materials were audited and the
following discrepariciag noted:

Pegtty ossh - overage 2 .67
Publicationa - shoriage »07
Graphics = overage 3.91

Net overage

4.51

the above digorepancies a&re the result of intermingling

of funds in obtaining the exaot amount of funds for the
paymant ol purchases. If a particular fund doesn't have
the correct amount of change, funds are borroued from

the obher two secounts or in some instances from advances |

‘made o the various - specialists,

The Adminlstrative Assisgtant was instructed to recheck
&ll three ascounte inoluding the advances made te the

-agegialists ang balance all funds and sccounts.
v T G &'

The petiy cash account consisgted of an sdvance of $100

made from unvoushersd funds advanced to the Chief of

the Offica by bhd Mimance Division, NG

S3taff, for travel and entertaimment purposes.

Approved For Release 2001/08/15-20|A-|§EM§'42A0001001 10025-0
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be Ihiy o Moo ex@rﬁsaeé sonosrn over ot leasth of time
- {approximetely G weelks) requirsl for relubursessst of /’*éf’
treaval or anterialsneal sxpesnses Em:&rm«;% vy eflice 4
persondel. '

Biw 3@ mi%g

Be The wault area of this off'iee is belng used bot: for
slmasified atoraze und a3 the telatype roome It ia
sabimeted that, unles: the program oublined in 3&
shove is inetitutesd at omoe, this offlee willl grow
out of 148 weult sros withls 12 4o 24 wonthe.

i _@ﬁﬁiﬁm and Higesllaneous ?‘ia&i%

fe 1% i3 sgbirmied shat the physieal hendlling of slisas and
the procuresmat of graphies end sristed maberisls i ¥
wtillizing a;yroximetely 1/8 of this offige's wrotseiivitys
The time axpandsd for Yiene oparations roluces ithe major
operatisnsl reapousibilitvy of this office of 0O resord
produstion by 33173 rer ocent.

howsvar, 1% ag.g@m'e thet 1ittle use {2 mase of t“ is
witerial, axcert that 1t iz elrzulabed tireu: the oflas
snd bhes lg h:s@ﬁmsi in & sxall aafe i the veault 1n no
arparent order,

bs & oopy of WIZ jubllcations ia digsesiuvetad Lo this Q“'*iﬁ%,(}{l/

g» Alslniglrasive rocortling: was sraningd Juriar survey and
Pound bo be held s & :;ﬁ.w Han cﬁ«miﬁﬂ & whth operaiiomml
25XAA regponsibilitiss,

/ %
A« The office raguested that a fors e designed and Murnlabed 5.3
to then for I :g:2sts to be sub&iﬁ: tod to Inspage \ /
tien snd Seourisy »wﬂ“.
AL Uaed

25X1A8a o tan~ M ]u-raczi :::;'3 [~

&, The survey e Whi una 1& o am&rta&n aslaarly 48l
norsel worikiag hours for this office.

h ¢ Y9

523 W03

Uoetho

- 5‘11,':;;1: L\
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25X1A8a

AP i P anl 3 verch 1050 25%1 A0

syt o [N -

25X1A8a Wm‘; fi@#ﬂi@, S rniston.tes Sha

sammonel o raplacs au loosb

Be SpHCOL

Mmmf&wwmmw& w this offioe or an mwvage

w2 oorson basod on £all Tf0s (12 pavoone snel el "
Tig office has the 25X1A6a
el daing W05 sEVIge

i A ¢ o seouny neroasy! WW TR
e VAo aRbond el s vioroe godan of rocorl
2 ¥ Wi m%&%ﬁ* fﬁ}&iﬁ}é} E’K‘J wﬂ:}m zﬁét. JuEae

(N L-
. iiu\.vL L /s_k..“lk
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Congtruction of shelving in the veult for storage of WIS and ésﬁ
other publicetions would mssiet in space conservation. The Y
saurvey tean will ipvestigete poasibilities of providing such
soustrugtlion with E!ciqm.,.i and Inspection and Security |
25X1A8a : /
Gtaff. ) {
§

be Suppliess %
‘\,\

The ocurrent methods of requisitioning, procursment and delivery -
of supplies ara satisfactory to this office, if

e Wrrmn

Excessive quantitles of requisitioned meterisls impose problems %§%~\
of utilization end storage. (i.e.1 Roll of corrugated packing '
paper suffioclent to meet requirements of this office for approxis=>.
mately 10 yesrs.) h

The automobile requisitiocned and approved for officisl uss by f%
this offise is urgently needsd and auxiously aweited. . v

4. Pinsnoial

&+ The accounts for pestage and petdy cash wers sudited during the
survey and found to be in order.

be The potty cash fund consists of an advanc 4 0 from une f.ﬁ_m
vousherad funds cado vy SR . o.:ce. ('

Officer will undertake a study of this procedure to achleve 25X1A9a
uniformity in all fi=ld officeg.

Ba Sasuritz

The sales and vaults of this office ars cheoksd nightl
teams ol office personnel and the ares is sacured by
during noneworking hours,

e
it AR Wt
it

by security o
lam systen }’

25%1A5a1

6s Operational and Miscellaneous Findings

e
. The normal working hours for this office are 0830 hours to 1700 Y
25X1A6a’ - hours - !

o

b. Approximetely 10% of thisg office’s productivity is expended %gr i

dgency operations other than 00 report production. ; 5

‘ j
ﬁk&‘\\\ e This office expressed concern over the amount of time reguir‘k Y
on the part of OCD to fill or renew requests for publicationﬁg 3

and periodicals. ;

LTI
o

d. Oftice solivitige lave bagnigpulined for tho most part o the %
normal wo?&ihg‘ﬁe s with practically no overtime of record %

expendad. 4
DL LodikL

[
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S Nagy pablloatlons asd saterisls ure being ressived by thls offies v

of paesticaalle wlus (Lase1  0p%. of Cosmerss Dulloting)
d ni s i i E ww & B eI % . iz 5o
i sugpeeted Lint Tdgrae, eontngt the Chiel of %uls ;?'f‘sm o

Tor writben sommnt on Shis aubjecte

25X1A8a

fo Pallfilisment or rogusais Cop transiatlion ssrvice by Teshinct A
e been extrasly slow sod 1% wes roouestsd tred - g%?m [ e
=eds to speed up Yhis sorviow. i 81 effort e

A S—

W\ga faring this survey this offics gaphasized that Pleld ol lectors 4i0
; T g Ao : BRs S8 13 1 Y
? Ars dealing with lacividuals who are voluntary sostiributors t; B~
¥hos tlos L9 extresely valusbles These persons, Suerefore, shoull

be nsked speoiflc pertisent guesbions,

1% im felt by this office that requirsuente ars wsuy §lzes too

o gmfﬁig Sos browd and Traguankly nox s 1 o _,:"
j [
25X1X7

{ & more genoral ounplalal of thls offion eoncarse’ '

ot o viisg % eunearss’ reguent
rm:ﬁ;ﬁ Prom Washingbss Por snswers o spauilic m%:agmi I
saplately walaniliar to fleld collestorse Thiz offipe has
BEDH , rim a9l aberresssant whes gueried by seuroe ns o OTAYs

oot

hs  Hmue chodk seourity clearenses are tsking eoasidersbls Tisa bo
prosess aul when angwers sre reseivel Ivao IAdS they ere some~ o
%&zafa sonlusings leder U.lde Avay Colonel - 40 JoRrE sarvies | ‘g’ :
took geveral momihs So 2TO0843, aungwer racelived froa 1833 %

o2 wbanderd [ormet "Very 1i%1s records fros wnie: 4o v

sapgowt proceed with esution,” < to svaluate,
/25X 1A8a’
25X1A8a

25X1A8a
25X1A8a

L B it - i SFE v ‘

Jo The Agenoy ia coutimually receiving e _ o
el arente . iving asalstance sud sateriel feom

Foforente sourees but is extreusly slew in retursing favora in
Eind, | Pai Tt the Toover Librerzs '

2o
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Hfise of Oparations

I v %and § April 19850

la 2/0 and Staffing Pattern

8. Authorized 275 10
§ Cleriesl and Admin., § Profesaions)

i Duty 3 Zlerical and admin., 4 Frofeseional

4
Yacancias t 1 Cleriosl sod Adain,., 1 Professional
1

Fanding 1 Gloriesl and itmin,, 1 Frofsssioma)

2+ Persomw)l

The ratio of 1 olerical sad aduinistratiive o i professione)
person based on the suall T/2 for 4hia office shoul?, im the
apialon of the survey Lesn, wot te reduasd.

Ze TarTicsy
R A A
fin SWE 3

1348 sguare fout of spece are allotted to tnis office op
an averags of 155 square feeb par person based on full
T/0s The spmae assirwvent was Cound to be Lhe best of
all the ofTioss gurveyede.

bs Suppliazs

Bathods of raguisitioning, handiisg and dalivery of A
suppliss are consllersd ginerally satisfactory, Co
however, cus lnstanse Lrought 1o thue atiexmiion of Lihe
survey teaa gliows considerable difficuliy la wuoply
procuremenl:

(1) Report rorms ordered 10 Pobrusry 1330 I
- DX
{2) PollowIp sant %o Heahington 14 Hareh 1950 i

{3) wmshington raply 1f Hareh "Delay warshouse teking i :
foventory, will send tonorrow vie air =2ail®,. w0

(¢} ©Specisl urgent roguest Tor s:ipmsnt, smsnt 22 ‘arch
1980,

Approved For Release 2001/08/§th57-00042A000100110025-0 { v
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25X1A5a1-
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~v— -

Approved For Release 2001gEIﬂ:E:?A-RDPS?-OOO42AOOO1 00110025-0

/ (5) Washington reply 24 March steting report forms
ghippad 22 Harch.

{8) Formas received 29 March 1950, shipped in watsrgraég'

packing {see genoeral notes).
Map cases regquisitioned by this office on 16 January
1950 held up six wecks becsuse of size requirement,
22% x 42", not being a stock item. This offics sgroed
to accept standard size cases but ms of time of survey
‘had not received this nesded squipment.
This office requssted to be includad in the
on order.

o« UContrectual Servicess

Considered very good by this office with the exception

of PRA whose services were difficult to obtain and whose 5

work performeances were in many ocamsss unsatisfaoctory.

4« Pinmancisl

"

) 25X1A8a
/

digsemination of new elsctromatic typswriters presantly )

&+ The postage stamp account was audited during the course /7

of the survey and found to be in ordler.

be Chisf of office understand that & limitation of £20.00
par month for entertaioment hes besen egbablighed, this

zhould Le clarified in writing to all ofices by ﬁéqrai,(?xgéé

5. decurity
ﬁs office has & daytime alarm aystem in mddition to the

System for off=hour protection. This additional proteg=

tion makes for better security as the ] does a0t function
during woriking hours.

&, Operational and ¥iscellaneous Findings
¢« [l roports originating in other offices and coplos
of NIS materlals are being sent to this office by aire
mail and included in the regular dally poush.
This method of report dissemination proves extremely
costly and should be avolded by a sinmple administrative
procodurs of mail zeparation by Hdqrea.,

This office conocurs in the generelly expressed opinion
that very little use is made of the NIS mabterial,

SEGRET
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tpproximetaly § per cent to 10 per sent of thia offlesty &
praductivity ls expended for other than O) report srodus=
tion,

Fall wbilization is wade in $hiz office of the "Hecordak®
misrofilaliagz equirmest “or alnest all ssterlisls,

. £
One reproluction request of & borrows? wind twmel bluee M
prist was seot Lo Begroductian Trawek, Afinistprative S} i
Marf, via alr-wmil 28 Pebrusry 10530 requesting first VU
priovity. I% was nob delivered sz of $ize of swrvey. 7 ..
sdgres, I 221102 ol ceesr 27 Yaroh thek 25X1A8a
Fdoowment tool & losy tlse bo reproduse.” 25X1.’§£6a
o 7 . O ONLE é:ﬁj“
Inlg G{{ioe odprasseld & deslre for an sdvancs of funds to x‘ (}“ i
sgver potly oo pwrohesas. A%

%

RTINS

. . - [ T
Cheilie b U e
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serviry sowrivoos [ 25X1AB2
_ ' . i{ice of QOperations

DATES: 28 Merch 1950

' 25X1A9a
SURVEY TEAM: I :::
' Barber, Buresu of the Budget
le T/0 and $taffing Pattern
a. Authorized 7/0: 15 (plus 1 Army Repressntativs)
: 7 Clerical and Admin., § Professional
- {ineludes 1 Army)
oy L
| 1
On Dutys 5 Clericel and Admin., 9 Professional |, {
: {includes 1 Army)
Vacenciesy 2 (1 Clerieal, 1 Professional)
Pending: 2 {1 Clerical, 1 Professional)
2+ Personnsl ,
The two vancles both pending, of I professional 58~13% and 1 } ?
elerical (G3=-4, will be assigned to duty {/ D5X1A6a

upon arrivel.
3. Services
2y Spuce:

1805 squsre feet of sptce are allotted to this office or an
averags of fset por person based on pergonnel

1
locatad in mmia office is ecomperatively small in
area and coxnsidering vault and file space the average per

peraon 1s pot decmed exossaive.

be HBuppliens EE;%{:
Hethods of requisition, handiling and delivery of supplies and
equipment are oonsidered setisfectory by this office,

as Conbractusal Services:

A

{1} Typewriter repair service in this office is being %-,ﬁi
performed Ly contract, charges for such service are AT Y
billed to the Administrative Officer. Considersble

25X1A o) AT Siou i @xBerisncad in asettlewont of imvoice by
; Jaghing eu.’b dnted 2 February 1950,

arount $23.74, covarin- re Tanuary by
. unsettled ag
0ffioe had recelved second request

Ame of gurvey,
for payment,
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(2) fhe loosl telephons company has indtalled a large key .
type switohboard (19 vintage) in!this office which g’fi
£ £

~ %.@,J W requirss the sonstant attention of one elerk. Inasmuch

ag this installation is not praoticable in terms of
ssrvige rendered, the swrvey temm recommends replacement
by "100 key™ or similer system. {/

Finsneial y

——— /

&8s The posiage ascount was audited during /‘éhc survey and found
%0 be in order, Cash reimbursements under the present petty
oash prosesdure sesmed to oonsume excessive time.

be 2The Chief of this office expressed the need for establiahment .
of a sall fund for payment of translation services. %The AN
survey tesm recommended that such request be transmitted to .

saqre.,JHl w»ith full justifioation for the establishment
ﬁf such & MI

Seouri

The safes and vaults of this offise are checked nightly by security |
teams of office peracnnel and secured by an alearm aystem during
nop-working hourss The bullding area is guarded by I Gusrde; they ™
do not, howsver, provide the type of guard service generally asssolated
with I C 1 Buildings.

Qperational and Nisoellaneous Findinge

8+ The normal working hours for this office are 0830 to 1700 hours

Bs Despite the fmot thet & ratioc of 7 clerical to 9 professiomal f s
persons exists in this offiece, moet of the intelligence officers
are doing s portion of their own typing. While this action is |
sormedable under emergenoy cirocumstences it is questionabdls fﬂ
under normal working oonditions. X
¥
¢, The present 1/0 and space ssaigued is sdequate and the prosedures
for operation of this offiee appear satisfastory.

(EVI I . R 4

SRS SIS T 0 N g 0
crinoe L Oketlak
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